
SOP Template: Guidelines for Authorized Access and
Retrieval of Records
This SOP provides comprehensive guidelines for authorized access and retrieval of records, detailing the
procedures for verifying user permissions, maintaining confidentiality, ensuring data integrity, and documenting all access
and retrieval activities. The purpose is to protect sensitive information, prevent unauthorized access, and ensure efficient
and secure management of record-keeping systems.

1. Purpose
To outline the standards and procedures for authorized personnel to access and retrieve records while ensuring
confidentiality, integrity, and accountability in record-keeping systems.

2. Scope
This SOP applies to all employees, contractors, and third parties who have access to organizational records, both
electronic and physical.

3. Definitions

Term Definition

Record Any documented information, regardless of format, created, received, maintained, or stored by
the organization.

Authorized
personnel Individuals who have received explicit permission to access and retrieve records.

Confidential
Information Sensitive data to be protected from unauthorized access or disclosure.

4. Responsibilities
Records Manager: Oversee access control measures and maintain access logs.
Authorized Users: Adhere strictly to SOP procedures and report any unauthorized activity.
IT Department: Implement and manage technical controls for secure access.

5. Procedures
5.1 Access Requests

1. Submit an official access request form via the designated channel.
2. The Records Manager verifies requester identity and job necessity.
3. Access approval or denial is documented and communicated to the requester.

5.2 Verification of User Permissions

1. Access is permitted only to those with demonstrated need and prior authorization.
2. All permissions are reviewed and updated periodically.
3. User credentials and access rights are revoked immediately upon role change or termination.

5.3 Accessing Records

1. Authorized users must authenticate identity (password, badge, etc.) before access.
2. Access only records necessary to perform assigned duties.
3. Any retrieval must be logged with user ID, date, time, and purpose.

5.4 Maintaining Confidentiality & Data Integrity

Do not share credentials or leave terminals unattended while logged in.



Safeguard physical records in locked storage when not in use.
Do not alter or destroy records without proper authorization.

5.5 Documentation and Audit Trails

1. All accesses and retrievals must be logged automatically (for electronic) or manually (for physical records).
2. Records Manager conducts periodic audits of access logs.
3. Suspected breaches or unauthorized actions are reported and investigated promptly.

6. Training
All individuals with access to records must complete mandatory training on record access policies, data protection, and
incident reporting procedures before being granted access.

7. Compliance and Enforcement
Non-compliance with this SOP may result in disciplinary action, up to and including termination of employment and/or legal
action.

8. Review and Revision
This SOP will be reviewed annually or as needed to ensure its relevancy and effectiveness. Updates must be approved by
the Records Manager and senior management.

9. References
Company Policy on Data Protection
Applicable Data Privacy Regulations (e.g., GDPR, HIPAA)
IT Security Policy Manual
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